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I PROBLEM 

♦ ‘ * • 

To ooadnot a Records Hsnageaant survsy covering pa par work control, 
reports, standardisation of foma and Turpi lattari, raaarda aysten* 
employed and the setAbllshesnt of a raoorda oontrol schadula. 

II INTRPDDCTIOfl • 

. * * ' 

Tha Incentive Awards Prograa In CIA la under tha Direction of tha 
Agency Incentive Aaarda Board aatabllahad in compliance alth tha 
GoverMant Eaoloyees Incentive Awards Act (Title III, Public Laa 763 , 
83rd Congress}, for tl*§ purpose of laororing Agency oparatlona and 
extending recognition to* tha employees through tha aadlua of incentive 
awards. 

Tha coaaittaa rapraeanta tha Dirac tor in datamlnlng broad pollciaa 
and procedures go warning tha adalnlstratlon of this prograa through- 
out CIA. Tha aotual rasponslblllty for continuity and day-to-day 
operation of tha Prograa rests with tha Chief, Incentive Awards Staff 
and tha aaabara of hla office. 

Tha curraat organisational structure of tha Incentive Aaarda Staff 
oonalata of flea (5) positions which have been utilised through the 
aedlua of per so arts 1 sssignaonts to the authorised table of organisa- 
tion. These positions are as follows t 


1 - Chief, Docent ire Awards Staff 
1 - Assistant Incentive Awards Officer 
X - Incentive Awards Assistant 
1 - Clark Stenographer 
1 - Clark Typist 
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That Employe# Suggestion* .be, identtfjimd according to #**b j act 
■ taiasd by uh* ‘atitJeCt filing; e/aW»< It i# furtbar n«n^ 


and sax’ :v- 

r*oow»r,da«i a 

review b* oonducted of all elating index aurde for rasvalnatlon and 
ra filing ukrier tf otimtA locet s/si«i. 


FINDING HP 5 » The elapwwd line repaired U evaluate aanployve anggeationa 
Is exorbitant. 


£sm i&fc 


f <ih :{ s ? | K* 

« • 1 : - i , 


• f ■ t > 


1. A review of the Employee Suggestions ponding work load reveal t>.\ a., 
aspect of thia staff funrti<m thi h acnaide r%ble attention ahould bo d averted to, 
Stiggeatlons, pending dua to dal ay in rarei; 1 of aa cpiolpn fro* the eveluatir,g off: 
fcavw bean outstanding for as long aa 3 yea! s Vaadiaas tc aay the effectivecesr ' f 
taa promotional aspect# of the Incentive Aytni*. Progran baa beec greatly aff acted 
through these delays* Tha following are a^aaplaa of Suggest lens, pulled at random , 
arilch reflect tha above conditional 


SMsuttaa |g« 


119 

HQ 

246 

944 

1469 


I 


■;| . ?■ 
■I ;■ 




9rl8-52 

3- 16-33 

4- U-M, 

5- 19-54 
7-7-55 


r 1 




* U t* 


2, A rarlw «f tha suspense ct fcLlow file ay* tea, tttfc raapoet t< the 
above consents. Indicated that « degrWof Ineff ^tivanwse na« bees due to lack tf 
control fro* tha Incentive Amarde Staff, . ^tera vara indication# that a form of f o a* 
up uyatew did exist at one time, however, eiaainatioE. of the current operations 
revealed. that a uniform aatabllshad ays taa did art agist, 

MfiSBffiBAfeUaJ 

That a folia* up system be aptehUshed an all Suggestion* released f row 
tba Incentive Awards Staff. that ir. extra copy of the evaluation requent 
be maintained la a suspense fils for fallow -up purpose* at the end of 30 

days, is -farther j feC'0M*|;<M t-»t, a list of all outstanding Suf.gnetic! 

be forwarded to tha fasponalll-? official# for inventory and lamediate 
action ' ’ 

FINDING WO i - Forms 431, R*qu*st for "’aymaat of C**e Award, are not pr o - 
ouml/by 


res «ad aorpadlti 


tba Fiscal Dlvipiet 
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SjgasaA. 




A ml. of the rocetd . ;odlo.t.4 « Ml. «rU. ^ : “ d 

» It -OUM -not*. thi. fa “•£„ 

whist reduces the rffMtiwa*M of tb* Ine rt ire Award* Pro*r«. Znxpl— or ui 
delay* are as follow** 

25X1 A9A , . . 

me *f 2ai.lor*e •' fttit oJ- .Itliififcl 


25X1 


l ' r 


Dwt* is 


i f • 


5- 20- 5 $■ 

5 

4 26-J !> 
7-20-5 5 




7- 7-55 
6-14*55 
6-5-55 

8- 25-55 


“7-5; 


hack outstanding 


ffreowendaUcm^ 


It u maiM U* a ■» -1. trtth th. rw.»W. MW..U 

in tb* Fiscal Dlrlsicm \m «j pnit* dellrwry Cbaek*. 


rilDIMO HO 7 - Utilisation of 


1 1 rtrrltw wa* candor ted «c detsrain** th* *Utua wf for* utilised 

ay this staff. * Host of th* recognised twi^lquea of gath*rlB|: aj* toaa^lttiag^ 

XrLtlon ar. b*ing u*«4 iacludla* fera*i f*» VS/£££*7 

per® graphs. Of th* abow* 5 ar* approved for** *nd th* r*aaind.*r rail in vn* qa^ g 

of "typ* l«tt*ra". ’ 

2. "Typ** l*tt*r* ar* bwin,{ utilised *xt*n*tWly <*«• *• JJ* 

J52aSS ^ ^Tp^outi- MHWdl. fortiori ng 
th* promotional a*p*at* of thi* Frograa. 

1 mnmiti (to «j»elf le fon.) oodd bo aado t. ^ 

Ilo.bnro of tho^inoMtilo i»arf» SUff hat. oiprooood . daolr* to 1 

of Wd wdHlgmd. It t. bollond that too apfo.mnoo ooold ho l^rorod thresh 

utlUlitgtL .S^MAod color, to th. «oal and th. l.ttar.h« orlntjd In Mu. Ink on 

rim.’Wund. for. *0. *«. Sj^sjy-^LSS 

reviiod in that it do** not supply the w n^aaary iaroraaw.on ,iw «*" 
operation of the lacent-irw Award* Staff. 


■otic# Nuaber 


latad August 26, 1955 will proapt ain^r 

C M X ^ 11. 1 


changes to all fora* and fora litters in thU it prorida. aaown* 1 ^*V that 

the Inc*atiT 9 Award Coraai tt** ha* been red-i!gaa*-*d as Ineeattw* Award* Board. 
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That action be initiated to hawe t A* fiforeoentloned form* revised as 
reoo— e pded daring this surrey. Th&t all fora* and fora la t tar a 
requested for reprinting b* rawlsed to conform to lot ice 


25X1 


” IstahUnhnent Of a Records Disposition Sehodulo 


terns* . | 

1, Eleven separate file MrUs of records totaling 27 „ 6 linear fa* it 
have bs«n inventoried and a records control schedule prepared for sane (See atta haent 
A). Thaoo record* occupy filing equipmen t valued at appro xlautely $935.06 and consist 
of oi*» (1) Filing cabinet, Itr*, wtl,., 5 drawee* one (l) FIT* nabinet* l%r.. at: . 
insulated 4 drawer combination lack, and uiree (3) File cabinwfcs, legal, insulated 4 
drawer oonbinatlon. 

2, One filing cabinet, Hi, wtl., 5 drawer, ($59.00) and one file cabinet 
legal insulated 4 drawer combination ($23 7 -39) can be released through the application 
of the aforeaentlonad rec o— ndetlc os. A li.tlcnal cabinet space will bs available 
through ths application of ths attached re .urda control schedules. 


3, 5.-136 or 1,5 linear ftwt of records bswa been appraised as haring 

permanent talus* 94.6?C or 26.5 linear feel have been appraised as hawing temporary 
▼slue anl scheduled for destruction while maintained in current filss space or after 
ret Irene at to the Jteoords Center, 


H, 


12 . 


Chat an notion Records Disposition Progr s n bs ssts b l l a hs d 
with ths Is cords Disposal Schedule, 


in 


That a rswlsw ha oondnrtsd of ths astlwitgr of ths Incentiws Awards 
ease folders daring their third year of retention with the ultimate 
fbjeotire of rsduoing this retention p*ri*!t to a narlauw of 2 years. 


IG M0 9 - He ports Vanagsnwat 


The reports subnittod by this off lee consists of an annual report to ths 
U„ S. Ciwil Sorwiso Cs—t, salon on SF 69, V>v*rnnent Eapioyses’ Inesntiww Awards 
Program; an •wane 1 and quarterly report, U*. narrative form, to DDS| and a weekly progrea * 
and accomplishment report to ths of fits of ths Management Staff. A cursory anal.- sis 
of tula sotiwity indicates that the usees jury records ere being aaintainsd to supply 
the requested information. This reports up-pear sufficient to relate the pertinent 
information to determine nstlwvui program uffectiweness. 


Recommendation 

Hone 


tlon of aouaoPfit 



&?^U^A§^RFooSM^2^ rou * L * w 


708/23 

ONyDENTi^L 


ill: a- 




k IZl 's ■ :\i j : :> j 

m i, J s I ■■ 


t - ... - (| 
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Twvimi inr:-‘-*=v;- nr. 


Saagii. 

1„ It mm observed during 1 
were performing clerical duties which were 
positioner Tho clerical personnel did not 
assignment of their duties. As mentioned 
resulted from the record eye tern# thet mere 
obesrved thet the employees In the office 
responsibilities with respect to InvewUg* 
suggestions being evalustsdj promoting end 
originally Intended. Tbs ettrrey officer d 
ceased receiving the attention of the rssp 
derated to the above and specifically pub! 
the extent of monopolising the majority of 
extent those of the Assistant Incentive Am 


\'r. surrey that Inrent Ire Awards Off!'-* •« 
p?* r erroeneupete with their assigned 
Li, we # cl rar traders landing as to the 
iWHTiosjaiy ouch of this Ineffectiveness 
in affect la view of the above it was 
>f thi* Chief were not discharging their 
Vlng where buck lege existed j control of 
publicising and directing the Program hs 
net wish to imply that ouch function 
oneibla officerej but; that the man hour- 
ttiiy and premotion should be increased to 
the Chief e duty hours, and to a lease " 
irds Officer , 


2. Tho developeent of a wor t process chart with respect to flow 
of work in this operation revooled a deficit* a*od for the delation of author It/ 
to Assistant Incentive Awards Of floor. 


JjuaLLuLfrul'Zi 


. A 


14. Issuance of the propose! position d* script Iona and assignment 
of duties oommswrarste Ij tho at; poaltione, 

15. That vrlttan Job requirsasnts le issued to clarify assignments 
and effective asse of duties performed. 


16 . 


17. 


18. 


Thmt authority be delegated to the Assistant Incentive Awards 
Officer to Msume the responsibility end sign outgoing monos and 


Thot tho Ass istant Incentive Awards Officer devote a larger 
portion of his duty hours to investigate backlogs, assist evaluate- 
lag offic ials and promrta the Awards Program. r 

Racemes nd tho Chief, Ibceotive Awards Staff devote the major 
portion it him time to directing the Incentive immrdm Program 
with emphasis On the publicity aed promotion of this activity. 


IT Ccaolusloms 

1 The present workleml it expected to oont lane st ite recent rapid 
increase as ’a result of additional effort-, f> promote and publleisa the, Progran; in 
addition to acquaint supervisors through :mt tbs Agency with thls method of . . - 

lag moral, and improving management of A&u y operations. A cursory of the 

pending workload reveals an alarming sittttioni hoover the peat two weeks have 
indicated a decided improvement in the reduction of this pending woAload. » thl> 
rats mere to continue Sis operation oouM be operating on a currant baaia in approxi- 
mately 12 weeke. A breakdown for the month of September follows i 
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